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	[Management Checklist]

	Used in conjunction with Business Diagnostic Checklist  
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In order to get the most from your mentoring, SBMS have written a brief Management checklist. Please fill out as much as you can. If there are areas that you are unable to answer, don’t worry, the Mentor will be able to explain or work through these questions when you meet.

On completion of the checklist, return it to the Mentor via email, fax or mail. This will allow the Mentor to have an understanding of your business’s management needs prior to your next meeting. The information provided in this document is held as private and will be used solely by SBMS to help you with your business.

	Business name:

(or trading as ….)
& Contact Number
	Date

	
	Referral Number

	Assessed by:

(Person filling out diagnostic)
	Mentor


Small Business Management Checklist

	To be completed by business owner or person responsible for company management.
	

	General
	

	Does your business have a Business Plan?
	 Yes    No

	If yes, when was it written and last updated?
	 

	Does your business have a Vision Statement?
	Yes     No  

	Does the statement accurately reflect who you are and what the business wants to achieve?
	Yes     No  

	Do you have a SWOT analysis?
	Yes     No  

	Have you done a Past, Present and Future analysis?
	Yes     No  

	Do you have up to date HR policies?
	Yes     No  

	Do you have up to date OH&S policies
	Yes     No  

	Do you have a facility for staff to advise of problems?
	Yes     No  


What are your Key Business Objectives? 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What are the three or four Major Challenges / Problems confronting the Business?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Organisation Structure:

[image: image3]
Add additional levels as required

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Management positions/titles roles and responsibilities: Please attach a separate sheet if there is insufficient room.  
Title/Position……………………………………………………………………………………………………………………PPrimaryRoles/Responsibilities…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...................................................................................................................................................
.............................................................................................................................................................. Title/Position……………………………………………………………………………………………………………………Role/Responsibility…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… Title/Position……………………………………………………………………………………………………………………Role/Responsibility…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… Title/Position……………………………………………………………………………………………………………………Role/Responsibility……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Do you have job descriptions outlining accountability and responsibility components for each staff member?        YES      NO

Businesses Key Performance Indicators for the current year: KPI’s should be established in all aspects of the business; Total business, financial management, sales management, production, distribution etc.

Define KPI’s in each area, agree on the target, measure the performance and report against the performance with action plans for improvement.
Are there established KPI’s in all aspects of the business    YES    NO

Current Key Performance Indicators: Please attach a separate sheet if there is insufficient room.
……………………………………………………………………………………………………………………………………… …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….................................................................................................................................................................................................. ………………………………………………………………………………………………………………………………………………...............................…………………………………………………………………………………………………… ........………………………………………………………………………………………………………………………………………………………………….....................…………………………………………………………………………………
Management SUMMARY SHEET

	AREAS  IDENTIFIED  AS  REQUIRING  ATTENTION

to be filled out together with Mentor at first session



	List categories requiring attention
	Prioritise categories (in order of urgency)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


SUGGESTED TASKS & STRATEGY SCHEDULE

	List in order of priority the top six categories (or areas of weakness) identified on the previous page as requiring most attention. The mentor should then record below some suggested tasks/strategies that would assist the small business proprietor. examples: ‘business planning’ - using a standard template, develop a plan to take account of current and future needs over the next 2 years ‘advertising & promotion – develop a plan (incl. design of new leaflets) to increase awareness of your new product range.

	Priority category names
	Suggested task/strategy (in brief – point form)
	Mentor to assist

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


CLIENT’S OWN STRATEGY SCHEDULE
	Based on the above suggested tasks & strategies the client(s) should now develop their own plans and objectives. The requirement here is to genuinely commit to a series of improvement programs by identifying the tasks needing attention, agreeing to a starting date, and committing to complete the task(s) by a nominated date. Over the ensuing months the mentor(s) will then regularly review progress with the proprietors, encourage them, and make suggestions as necessary to enhance the improvement programs.



	Date
(month/year )
	Task to tackle
	Counsellor to assist
	Completion date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	


 





 





Owner/Manager
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